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Section |
GENERAL

1. Purpose. This regulation defines responsibilities and

provi des procedural guidance to inplenment and reinforce within
the U S. Arny Materiel Command (AMC), the policies and procedures
of the Departnment of the Arny (DA) applicable to Congressional

rel ations. Congressional conmunications are interpreted to

i nclude Wiite House inquiries.

2. Scope. This regulation applies to Headquarters, AMC (HQ
AMC) ; AMC maj or subordi nate commands (MSC) (i ncluding subordinate
installations and activities); and separate reporting

activities (SRA) and activities reporting directly to HQ AMC

3. Policy. a. The authority of Congress is found in the U S
Constitution which also provides that the President shal
"recommend to their consideration such neasures as he shall judge
necessary and expedient..." In enacting |egislation, or

i nvestigating a need for new | egislation, Congress has the

right to request information or reports fromthe executive
departnents and agencies. DA directs and AMC policy dictates

ut nost cooperation with the Menbers, committees and staffs of
Congr ess.

Section 11

RESPONSI BI LI TI ES
4. Chief, HQ AMC Congressional Liaison Ofice. As the principal point
of Congressional contact for AMC, the Chief Congressional Liaison Ofice

(AMCLL) will manage and coordinate relations with Congress. Duties
include, but are not linmted to--

a. Provide direction for pronpt and conprehensive replies
to Wiite House and Congressional inquiries.

b. Mintain cognizance for the AMC Conmmandi ng General , of
all significant |egislative devel opnents affecting command
operations.

c. Informthe AMC Commandi ng General of all White House and
Congressional inquiries likely to develop into major issues.

d. Miintain close liaison with the Ofice, Chief of
Legi sl ative Liaison (OCLL), DA, the Budget Liaison Ofice of the
Assistant Secretary of the Arny for Financial Mnagenment (SAFM BUL), and
contact as necessary with the Congressional affairs representatives
t hroughout the Departnent of Defense (DOD).
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e. Be responsible for command relations with OCLL and for the
direction of AMCreplies to fornmal investigations conducted by all
Congressional comittees, including those conducted by the investigative
staffs of the appropriations commttees, through the appropriate DA staff
of fice(s), Secretary of the Arnmy Legislative Liaison Investigations and
Legi sl ative Di vision (SALL-1L) and ( SAFM BUL).

f. Assure that the office serves as the office of record for all
correspondence, nenoranda and testinony connected with Congressional
hearings, investigations and inquiries.

g. Coordinate and arrange for appropriate personnel to attend
nmeeti ngs, conferences or briefings requested by Menbers of Congress or
their staffs.

5. Mjor subordinate commands and HQ AMC staff. Comands staff agencies
of AMC are responsible for providing witnesses and supporting materi al
for hearings and briefings on Arny programs and activities under

consi derati on by Congress, and for responding to a Congressional inquiry
referred to them

6. Congressional Affairs Contact Officers (CACO. To assure pronpt and
positive attention to Congressional inquiries and correspondence, each

installation, activity, and agency within the AMC conplex w || designate
an individual who will be the central point of contact for Congressional
matters, and for coordinating and nonitoring the preparation of pronpt

and accurate responses. The nane, position, organizational |ocation and
t el ephone nunmber of each individual designated will be forwarded to the
HQ AMC, ATTN. AMCLL. Notice of changes will be provided as they occur.

Section |11
CONTACTS W TH CONGRESS

7. General. Commanders of AMC installations and activities are
encouraged to nmake | ocal courtesy calls on Congressional staff
representatives of the Menber(s) in which their commands are | ocated.
Any visits to Menbers or staffs on Capitol H Il nust be coordinated with
AMCLL. Commanders nay discuss only their area of responsibility.

8. Congressional visits to AMC installations. Menbers and conmittees of
Congress, their staffs and other representatives (i.e., Surveys &

I nvestigation Teans fromthe House Appropriations Committee will visit
AMC installations and activities to gather programinfornmation or
conduct investigations. Full cooperation wll be accorded Menbers of
Congress and their staffs.
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9. Report of Congressional visit. An information copy of each Report of
Congressional Visit (RCS SACSA-9), required by AR 1-20, will be furnished
to AMCLL. If Menbers of Congress or Congressional staff nenbers arrive
unannounced at an AMC installation or activity, the commander will ensure
t hrough appropriate channels that AMCLL is informed tel ephonically. The
notification will include the nanes of the visitors, their Congressional
affiliation, the purpose of the visit, and the estimted duration of the
visit.

10. Travel arrangenents. Arrangenents within AMC for travel by Menbers
of Congress, their staffs, or Menbers of Congressional committees and
their staffs, will be cleared through AMCLL. A request for clearance
will include--

a. Purpose of the visit.

b. Nanes of Menber(s) of Congress and other persons invited
and their social security nunbers (SSN).

c. ltinerary.

d. Cdearances, if appropriate.

Section |V
| NVESTI GATI ONS

11. Responsibility. |In coordination with the DA staff office concerned
(SALL-IL and SAFM BUL), AMCLL will act as the AMC point of contact for
all AMC rel ated investigations conducted by Congressional comittees in

coordination with the DA staff office. El enents of AMC will act pronptly

and cooperate with AMCLL to provide requested information, the selection
and furnishing of w tnesses and supporting data desired by Congressional
sources. AMCLL will attenpt to ascertain the extent of the Congressional
interest, and will apprise interested elenments of AMC the nature and
scope of the investigation.

12. Conmmanders and staff directors. Immediately upon notification that
Congressional investigators will visit their area of responsibility,
subor di nate conmmanders and/or staff directors will--

a. Appoint an action officer for each investigation.
b. Determine security clearances of investigators.

c. Release information and grant access to the files per the
ref erenced regul ati ons.
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d. Subnmit Congressional visit reports per Arny Regul ation
(AR) 1-20, Legislative Liaison

e. Prepare and maintain files in anticipation of a forma
i nvestigation.

Section V
APPEARANCES BEFORE CONGRESSI ONAL COVM TTEES

13. Ceneral. Upon request, AMC will furnish witnesses to appear

before Congress. It is essential that the best qualified w tnesses be
selected. Selection will generally be on the basis of know edge of the
subject matter, grade, position and the ability to present the Arny and
AMC position. Selection of witnesses will be per AR 1-20 and the current
DA, Chief of Staff Standard Operating Procedure (SOP). Specific
instructions are shown in appendix C

14. Responsibility of witnesses. A designated witness will--

a. Collect and study all available docunments, including
records of previous hearings, which bear upon the subject of the
heari ng.

b. Draft a prepared statenent, which conplies with DA policy. Wen
a classified statenent is necessary, a sinultaneous unclassified version
will be prepared. Al testinmony nmust be cleared through DA, DOD, and
O fice of Managenment and Budget (OWVB) prior to subnission.

c. Not discuss classified information in open session
(Answers involving classified information will be supplied only
in executive session.)

d. Be familiar with the Secretary of Defense policy concerning
expressi on of personal opinion on matters for which a DOD position has
been established by the Secretary of Defense.

e. Be responsible for the appropriate security classification of
all of his/her testinony, whether in a prepared statenent or resulting
frominterrogation. Wtnesses will also be responsible for ensuring that
they have the proper authority for releasing the information invol ved.

f. Prepare a list of anticipated questions with answers.

g. Provide a copy of the w tness' biography.
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h. Gather docunentation to support testinony.

i. After testifying, pronptly furnish material promised to
the conmittee, through appropriate channels, but not available at
the tine of the hearing.

15. Direct contact between potential w tnesses and Congressi ona

sources. Prior to the initial date of a hearing before a Congressiona
conmittee, the conmittee usually specifies by nane or duty assignnent
those witnesses it desires. Any request froma Congressional committee
made directly to an individual within AMC will be reported i medi ately by
t el ephone to AMCLL.

16. Preparation of supporting docunents. Docunentation in support of
prepared statenents, |egislative proposals, and testinony, will be
prepared with the assistance of the legal office and the interested
directorate, command, or installation. Reproduction in the requisite
nurmber of copies for distribution to HQDA, committee nenbers, and
committee staffs, will be

determ ned and acconplished by that elenment in AMC having the primary
interest in the matter under consideration. Personnel preparing
documentation will not

include classified material unless it is essential. |In the event
classified material nust be included, clearance will be obtained per AR
380-5.

SECTI ON VI

COMMUNI CATI ONS W TH CONGRESS

17. Ceneral and specific considerations in preparing replies.

a. The factual content and the tone of a reply to an inquiry froma
Menmber of Congress will be approached in a constructive manner. Letters
nmust be factual, forthright, and sinple; |anguage will be nontechnical.
Argunent ati on, generalities and opinions or assunptions, and
facetiousness will be avoided. Replies will be fully responsive to al
probl ens presented. Care nust be taken to ensure uniformty, consistency
and accuracy of statistical material furnished for release to
Congressi onal recipients. Proposed replies should be "civilianized" as
much as possible. Avoid use of Army jargon, acronyms, abbreviations and
mlitary time identification.

However, acronyns nmay be used after it is first spelled out in the text.
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b. Insofar as possible, replies should address all allegations and
issues raised in the inquiry. Al legations will be referred to as
"allegations" to avoid their being nade into statenments of facts. Wen
an inquiry contains a legitimte grievance, the proposed reply shoul d not
contai n obscure | anguage as a neans of canoufl agi ng soneone's error. Be

direct and "tell it like it is." It is inmperative that the information
provi ded be conpletely accurate. |If an apology is appropriate, include
one.

c. Arny policy requires that nmaxi muminformation be nade avail abl e
promptly to Menbers and conmittees of Congress and their staffs.
Therefore, strict adherence to established suspense dates is mandatory.
Transmission tinme is a critical factor in high-priority cases.
Compliance with this policy is limted only by pertinent regul ati ons and
directives relating to security and to official informtion which
requires protection in the public interest.

d. In handling Congressional correspondence, the reply will not
indicate that the constituent's letter has been forwarded by the
Congressman. Formletters will not be used for Congressional replies.

e. Proposed replies involving disapproved personnel actions should
i nclude the basis on which the individual applied, and the reasons the
request did not nmeet the criteria prescribed for approval. Replies
i nvol ving personnel actions and pay problens should indicate, if
possi ble, that the individual has been interviewed and counsel ed. Wen a
request is denied, the reply should specify that the individual has been
provi ded every assistance to renedy the probl em

f. Do not cite a paragraph of an AR as the basis for an action
Quot e, paraphrase, enclose an extract copy; or explain the policy
prescri bed by the regul ation.

g. In the event a Menber of Congress asks to be inforned of the
final decision, the case should not be closed until he/she is notified.

h. Some specific considerations in preparing replies with regard to
the receipt and routing responsibilities of correspondence are expl ai ned
and shown in appendix A The letter format instructions and sanples are
i n appendi x B.
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Section VII
CONGRESS| ONAL NOTI FI CATI ONS

18. General. Activities or incidents connected with AMC operations
considered likely to generate Congressional interest will be brought to
the inmedi ate attenti on of AMCLL.

19. Matters of inmediate Congressional interest. Operations and
activities of AMCwill frequently be of inmediate interest to Menbers and
committees of Congress in their official capacities. Such activities my
include action in connection with constituent responsibilities, the

cl osing or phasing-down of an installation, termination of a najor
contract, changes in personnel strengths, etc.

a. HQ AMC staff actions within these categories will be
coordinated with AMCLL prior to transmittal to HQDA. Each significant
action nust be viewed for Congressional inplications. As plans are
devel oped which affect areas of possible concern to Congress, the AMC
el ement responsible for devel opnment of the plan will coordinate with
AMCLL to detern ne Congressional
i mplications.

b. Any proposed plan should include the notification of Congress
will be incorporated as part of the plan when necessary, and will
i nclude the use of press releases and information sheets for Members of
Congress. Press releases and information sheets will be coordinated with
the HQ AMC Public Affairs Ofice and AMCLL.

Section VIII
LEG SLATI ON

20. Proposals initiated in AMC. Amendments to existing |egislation or
new | egi sl ati on consi dered necessary by an elenent of AMC, will be fully
devel oped as a proposal by the proponent and subnitted to AMCLL. The
proposal will include supporting docunmentation justifying the necessity
for the desired action, together with a listing of the technical and

| egal personnel

cogni zant of the need. The proposal and supporting docunentation

will then be referred to the AMC Cormand Counsel for determ na- tion of
the I egal sufficiency of the proposal. As necessary, HQ AMC, ATTN
AMCLL will concurrently effect conmandwi de coordination, and thereafter
recomend to the Commandi ng General, AMC, the official AMC position.

Consi derations in determning the AMC position will include the general
merits of the proposal and the limting characteristics of existing
legislation. Al legislative proposals will be addressed to OCLL for
action.
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21. Reports on bills as primary responsibility. Bills, which
have been introduced and for which AMC has been assigned reporting
responsibilities by DA will be assigned by HQ AMCLL to the AMC Comand
Counsel for preparation of a report. A report on the bill will be
prepared per current regulations by the legal office, and then returned
to AMCLL for processing. Al reports on bills will be forwarded to OCLL
for action.

22. Conments on proposed legislation and reports of other nmilitary
departnents in the Departnent of Defense. Any request for coments on
proposed | egislation or for reports of another military departnment wll
be assigned by AMCLL to the appropriate elenent in AMC for action,

i ncludi ng necessary staff coordination. Al coments on proposed

| egi slation and other reports will be forwarded to OCLL for action.

Section I X

REFERENCES
23. General. Instructions contained in this regulation inplenent
Department of the Arny policies in conformance with applicable
regul ati ons and pertinent adm nistrative instructions of HQ AMC.

24. Specific references.

AR 1-20 Legi sl ative Liaison

AR 10-5 Organi zati on and Functions -
Department of the Arny

AR 25-55 The Departnent of the Arny Freedom of
I nformati on Act Program

AMC-R 10-1 Organi zati ons M ssion and Functi ons

DA Congressi onal Actions Responsibilities
SOoP

DA Menp 340-6 Preparation of Papers Relating to

Legi sl ation (G her than Appropria-
tions Bills), Executive Orders, and
Procl amat i ons
DA Menop 340-15 O fice Managenent - Staff Action
Process and Correspondence Poli cies
DOD Directive 5400.4 Provision of Information to Congress
OMB Circular A-19 Legi sl ati ve Coordi nati on and d earance



The proponent of this regulation is the United

States Arny Materiel Conmand. Users are invited to
send comments and suggested i nprovenents on DA Form
2028 (Reconmended Changes to Publications and Bl ank
Forms) to the Commander, HQ AMC, ATTN:  AMCLL,

5001 Ei senhower Avenue, Al exandria, VA 22333-0001.

FOR THE COVMANDER:

OFFI CI AL: M CHAEL S. DAVI SON, JR
Maj or General, USA
Acting Chief of Staff

LEROY TI LLERY
Chief, Printing and Publications
Branch

DI STRI BUTI ON:

Initial Distr H(47) 1 ea HQ Acty/Staff Oc
LEAD (SDSLE-DA) (2)

AMCI O | - SP st ockroom (150)

OCLL

SAFM BUL

AMC CACCs

SPECI AL:

HQ | OC/ AVBMC- | MF ( 4)
ARL/ AVBRL- Cl - TG (4)
ATCOM ANBAT- B- DDI SC ( 4)
CECOM ANMBEL- | M BM | (4)
CBDCOM AVSCB- CI R ( 4)
LOGSA/ AVKLS- | M ( 4)

M COM AMBM - RA- SO ( 4)
USASAC/ AVBAG- | M O ( 4)
STRI COM ANVBPI - CS ( 4)
TACOM AMBTA- DRM ( 4)
TECOM AMBTE- CT- N ( 4)

AMC-R 1-16
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APPENDI X A
RECEI PT AND ROUTI NG OF CORRESPONDENCE

A-1. Addressed to AMC. All Congressional correspondence addressed to

t he Conmandi ng General, AMC will be brought to the immedi ate attention of
t he Chief, Congressional Liaison Ofice AMCLL. Congressional inquiries
received at HQ AMC from any source will be hand-carried to AMCLL

i medi ately upon receipt by the Mail Center, or by any ot her

organi zati onal el ement of HQ

AMC.  AMCLL will acknow edge receipt, assign action, establish suspense
dates, furnish any specialized instructions and hand-carry to the staff
el ement assigned the action for the preparation of the reply.

A-2. Addressed to Headquarters Staff Elenments by DOD/ DA Staff Elenents.
Congressional inquiries may be referred to HQ AMC by OCLL, SAFM BUL, DA
and DOD staff elenents. Upon receipt in any elenent of the AMC staff,
such inquiries will imediately be hand-carried to AMCLL who wi |l assign
action to the appropriate staff elements for preparati on and

coordi nation of replies.

A-3. Telephonic Inquiries. Al telephonic inquiries received in HQ AMC,
either directly from Congressional sources or from DOD and DA agencies on
behal f of Congressional sources, will be referred to AMCLL as the central
poi nt of contact. A Menorandum for Record (MFR) will be prepared on all
t el ephoni ¢ Congressional inquiries.

A-4. Replies by Subordinate Commands. AMC Subordi nate Commanders are
aut horized to respond directly to Congressional inquiries addressed to
t hem when the subject matter is clearly within that Conmand's
prerogative. Copies of the final response and initiating docunents wll
be forwarded to HQ AMC, ATTN. AMCLL, within 24 hours of conpletion.
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APPENDI X B
LETTER FORVAT | NSTRUCTI ONS AND SAMPLES

B-1. General. Congressional correspondence generally falls into two
categories; direct replies which are sent directly to a Menber of
Congress fromHQ AMC or an AMC activity, and indirect replies which are
forwarded to the Chief, OCLL or other elenents wthin DA and DOD, and
subsequently transmitted to a Menber of Congress. At every level of
review, a Congressional reply should be inspected to ensure that the
techni cal aspects of each letter (i.e., format, capitalization,
conpoundi ng, and punctuation) conformw th the Governnment Style Manual,
AR 25-50, and this regulation. |In addition, all correspondence
forwarded to the HQ AMC, ATTN. AMCLL, for transmittal to the Congress
is presumed to be unclassified unless otherw se designated by the action
officer. Should this unclassified releasable information have public
affairs or foreign affairs inplications, it will be coordinated with the
HQ AMC Public Affairs Ofice.

B-2. Suspense. For direct inquiries to HQ AMC, the established suspense
date will normally provide 5 workdays fromthe initial date of receipt in
HQ AMC to the date of dispatch of the final reply. DOD/ DA received
inquiries will stipulate the established suspense date for shorter or

| onger tinme periods. When a final reply to a Congressional comrunication
recei ved cannot be nade

within the allotted tinme period, an interimreply will be made by the
responsi ble staff element within 2 workdays after receipt by that office.
The interimreply will provide as nuch information as is avail able, and

i nformthe Menber of Congress of the reasons for delay. A new suspense
date will be provided on the interim MFR. Make naxi mum use of dat af ax,

t el ephone, or electronically transmtted nessages.

B-3. Letterhead and Spacing. Letterhead to be used in preparing replies
to Menbers of Congress are dictated by the highest |evel of interest.
Exanpl es are given in this appendix (figures B-1 through B-3). Drafts
shoul d be doubl e spaced on plain bond paper

B-4. Address. 1In the Washington netropolitan area, the wording

"Washi ngton, D.C." followed by the appropriate Zip Code (Senate - 20510;
House of Representatives - 20515), will be included in the address of the
letter and placed on the envel ope. Wen nailed outside the Washi ngton
area, the city and state are also included in the address both in the
letter and on the envel ope. A Menber of Congress should be addressed in
the capacity in which he/she signs his comrunication. For exanple, if a

Menmber of Congress signs as Chairman of a Conmittee, he/she will be
addressed as Chairman of that Committee (see exanple below); or if
he/ she signs as the Speaker of the House, he/she will be addressed as
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such. Wen he/she signs in the capacity of his elective office, hel/she
shoul d be addressed as foll ows:

Menber of the Senate (Washington Ofice)
Honor abl e David R Jones

United States Senate

Washi ngton, D.C. 20510

(1 space)

Dear Senator Jones:

Menber of the Senate (District Ofice)
Honor abl e David R Jones

Uni ted States Senator

# and street nane

City, State Zp

(1 space)

Dear Senator Jones:

Menber of the House of Representatives (Washington Ofice)
Honorabl e Wayne L. Smith

House of Representatives

Washi ngton, D.C. 20515

(1 space)

Dear Congressman Smth:

Menber of the House of Representatives (District Ofice)
Honorabl e Wayne L. Smith

Representative in Congress

# and street nane

City, State Zp

(1 space)

Dear Congressman Smith:

Note. The Congressional Liaison Ofice should be contacted when
preparing correspondence for fenmal e Menbers of Congress to ascertain the
preferred salutation on a letter.

Menber of Congress witing as Chairman of a Committee
Letter and envel ope are addressed as foll ows:

Honor abl e John T. Doe Honorable Martin T. Snith
Chai r man Chai r man

Senate Arned Services Conmmittee House National Security
United States Senate House of Representatives
Washi ngton, D.C. 20510 Washi ngton, D.C. 20515
(1 space) (1 space)

Dear M. Chairman: Dear M. Chairman:
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Care nust be taken to assure that a Menber of the House is not
i nadvertently addressed as Senator and vice versa, and that his/her name
is not msspelled.

B- 5. Par agraphi ng. |In the opening paragraph, reference should not be
made to the date of the inquiry. The first paragraph of a reply should
contain either the individual's conplete rank and nane, e.g., Sergeant
First Cass John J. Jones, if mlitary, or, the individual's conplete
nane, title (as appropriate), and conpany (as appropriate), if civilian
Thereafter, only parts of the individual's rank and nane are required:

"Sergeant First Class Jones... or M. Jones..." For variety, persona
pronouns should also be used where appropriate instead of "the soldier,"”
"the service nenber," or "civil servant." The paragraphs of the letter

shoul d be indented five spaces and not nunbered. The sunmarizing of the
letter of inquiry or matter should be avoi ded. Likew se,

subpar agr aphi ng shoul d be avoi ded. Suggested openi ng and cl osi ng

par agraphs of letters to Menbers of Congress and replies to Wite House
inquiries are listed bel ow

a. Sanpl e openi ng paragraphs:
(1) Interimreplies:

This is an interimreply to your inquiry on
behal f of... concerning..

The Secretary of the Arny has asked nme to nake an
interimreply to your inquiry addressed to the Departnment of
Def ense concerni ng. .

(2) Final replies:

Thank you for your inquiry of (date) to President

dinton concerning... (For Wiite House inquiries only).
This replies to your inquiry addressed to... on
behal f of... concerning..

This replies to your inquiry on behalf of..
concerni ng. . .

b. Sanpl e cl osing paragraphs:

(1) Interimreplies:

Inquiry into this matter is taking nore tine than expected. | regret
any inconvenience the delay in providing a final reply may cause. As
soon as informati on becomes avail able upon to base a reply, | wll

advi se you further.
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(2) Final replies
| trust this information will be of assistance.
Your interest in this matter is appreciated.

B-6. Continuations.

a. Plain white bond paper will be used for second sheet. The page
nunber will be centered five lines fromthe top of the page. Typing of
the letter is then begun five |lines bel ow

b. A paragraph consisting of three Iines or less will not be
di vi ded between two pages.

c. The conplinentary cl ose nmust not be typed on a separate page
wi thout also including at least two |ines of the |ast paragraph of the
text. On the other hand, a paragraph or subparagraph, which consists of
only one line, may be placed on a separate page together with the
conplinmentary cl ose.

B-7. Signature and Coordination

a. The Chief, AMCLL will sign and rel ease all HQ AMC Congressi ona
correspondence or transmttal letters forwardi ng Congressiona
correspondence.

b. When appropriate, direct replies by subordinate conmands or
activities to Menbers of Congress will be signed only by the respective
Commander, the Deputy Commander, or the Chief of Staff.

c. Al replies and drafts nust be fully coordinated.

B-8. Copies and Encl osures.

a. The official record copies nmust be clearly legible. Al so, they
nmust be provided with copies of any encl osures which have been attached

to the original. 1In addition, an information copy of all Congressiona
correspondence concerning discrimnation involving nilitary personnel/
dependents nust be provided to Deputy Chief of Staff for Personnel. |If

it concerns Federal enployees, an information copy should be forwarded to
AMC
Equal Enpl oynment Opportunity O fice.

b. CQutgoing correspondence will have, as a mninmum an original, and
four copies (if a direct reply). The original and one copy is sent to
the Menber of Congress. The second copy is marked AMCLL record copy,
and nust have all backup information. The third copy should be annotated
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for the action office and will be provided after dispatch of
correspondence. The fourth copy will be provided to OCLL

B-9. Sanple Replies. All addresses should be per paragraph B-4.

a. Direct replies. Figure B-1is a sanple of the format to be
used in the preparation of direct replies.

b. Indirect replies.

(1) Incoming correspondence in this category is usually
transmtted
fromthe DA Chief, OCLL to HQ AMC by a Congressional Tasking form
Correspondence in this category will be prepared in draft form on bond
paper.

(2) Figure B-2 is a sanple letter of transmttal from HQ AMC
prepared for signature of the Chief, AMCLL to OCLL. The transmitta
letter will be prepared on AMC | etterhead.

c. Congressional Point Paper. On occasion, AMCLL will request a
poi nt paper be prepared. The paper will be prepared per AMC-M 1-2, Staff
Procedures. A sanple point paper is provided at figure B-3.

d. Acknow edgenent letter. When a direct inquiry is received, an
acknow edgenment letter should be sent imediately. A sample
acknow edgenent letter is at figure B-4.

e. Interimreply. Wen areply to an inquiry is expected to take
| onger than 5 working days, an interimletter should be forwarded. A
sanple interimletter is provided at figure B-5.
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(Dat e)

Honor abl e

House of Representatives/United States Senate
Washi ngton, D.C. 20515 (House)/20510 (Senate)
(1 space)

Dear Congressman or Senator...:

The openi ng paragraph will be in accordance with
instructions cited in paragraph B-5a above.

This is a sanple letter of the type used within
HQ AMC to reply directly to an inquiry froma Menber of
Congress -- Representative or Senator. Note: AM
letterhead is used.

The conplinentary close will be as indicated.

Si ncerely,
(4 spaces)
(Namre)

Chi ef , Congressi onal
Li ai son O fice

Figure B-1. Sanple direct reply

B-6
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AMCLL (date)
(2 spaces)

MEMORANDUM FOR HQDA (OCLL/ nane of DA action officer), Wshington,
D.C. 20310-1600

(1 space)

SUBJECT: Congressional Inquiry -- (fill in name of Member of
Congr ess)

(2 spaces)

1. Enclosed is a proposed interinidraft reply on behalf of (constituent
or conpany) concerning (subject). OCLL # .

2. AMC - Anerica's Arsenal for the Brave.

FOR THE COVIVANDER:

(4 spaces)

Encl s ( Nane)
Chi ef, Congr essi onal
Li ai son O fice

Coor di nati on:

Figure B-2. Sanple transmttal Menorandumto HQDA for AMCLL
si gnature.
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UNCLASSI FI ED

AMCLL ( MARKS NUMBER) PO NT PAPER DATE

SUBJECT: Subject of Action

PURPOSE: To provide a format for passing key information to the
menbers of the Command G oup.

FACTS:

o Use short, concise "bullet style" thoughts. Ensure
snoot h, logical flow of the facts.

0 Tailor paper for the intended use.

o Limt to one page.

RELEASED BY: COL JOHN DCE ACTI ON CFFI CER:
CH EF, LOG STICS DIVISION MAJ JANE SM TH x55555
x33333
9E35 9E34

COORDI NATI ON:
CONSIDERED ... (AS A MN MJUM COORDI NATI ON MUST BE CONSI DERED)

UNCLASSI FI ED

Figure B-3. Sanple Point Paper
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(Dat e)

Honor abl e

United States Senator/ Representative in Congress
409 JFK Federal Buil ding

Boston, Massachusetts 02203

Dear Senat or/ Congressnan:
Thank you for your inquiry pertaining to ..
An inquiry has been initiated. You will be further advised as soon

as information becones available. [If you have any questions about this
inquiry, please refer to the follow ng case nunber:

Si ncerely,

Fi gure B-4. Sanpl e Acknow edgenment Reply

B-9
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(Dat e)

Honor abl e

Representative in Congress
916 Main Street

Suite 300

Lynchburg, Virginia 24504

Dear Congressnman...:

This is an interimreply to your inquiry on behal f of

Inquiry into this matter is taking nore tine than expected. |
regret any inconvenience the delay in providing a final reply may cause.
As soon as information becones available upon to base a reply, | wll
advi se you further.

Si ncerely,

B-5 Sanple InterimReply

B- 10
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APPENDI X C
W TNESSES

C 1. In recent years, the Arny has nmade great strides in inproving its
credibility with Congress. This nost precious comodity derives fromthe
quality of past judgnents, response to Congressional guidance, the

know edge of Arny wi tnesses, and the confidence denonstrated by candor
and

manner of presentation.

C-2. The highest ranking officer know edgeable in a particul ar subject
area should be the principal witness. For hearings involving major
weapon systens, the project manager has proven to be the best witness.

C-3. Wtnesses nust--

a. Be know edgeabl e of posture statenments provided to the
Congr ess.

b. Be thoroughly know edgeabl e and rehearsed in both their own
area of expertise and the Congressional perspective of it, i.e., past
criticisnms and gui dance.

c. Establish early a tone of frankness, openness and cooperation
A good technique is to summari ze previ ous Congressi onal gui dance and
actions taken

d. Be articulate and forthright about the prograns being
di scussed. Answers to questions nust be clear, concise and responsive.
Menmbers, under the 5-nminute rule, are particularly interested in brevity
and will not tolerate answers that talk around but never at the heart of
an issue.

e. Be able to answer "Wy this progran?" in terns of the Arny's
goal and national interests.

f. Be able to defend the programin context, e.g., how the weapon
systemfits into the overall defense plan, schene of enploynent, relative
costs and quantities and alternatives considered.

g. Be know edgeable of Arny Audit Agency (AAA), Departnent of
Def ense | nspector General (DODIG and CGeneral Accounting Ofice (GAO
reports in their area of proponency that have been provided to the
Congress and be able to articulate the Arnmy position or corrective
action taken on reports.

C-4. To ensure full Army responsiveness and position consistency, the
sane w tnesses should appear before the authorizing and appropriating

C1
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committees. |In those few instances where this may not be possible,
W t nesses before the authorizing commttees should be used in a backup
rol e during appropriation hearings.

C-5. Al testinmony should be geared to support the stated goal s of
upgrading the quality of personnel and equi prent, obtaining maxi mum
benefits fromall resources and shaping the Arny for the future.

C-6. A key to success is the resolution of problens and the comit nment
to a firmdecision prior to Congressional presentation. Wen questions
are answered with "It is under study," or "W are review ng that
program " the justification for the programis viewed as weak and
requested fundi ng

becones vul nerable to deletion or deferral

C7. Alist of reminders to witnesses is at figure C1
C-8. Statenents.

a. An AMC witness who testifies before a Congressional conmttee on
a pending bill will, except in unusual circunstances, use a prepared
statenent. Requirenents for the prepared statenents are--

(1) Prepare a conplete, concise statenent for the record
Statement shoul d be conprehensive enough to give Menbers of the commttee
adequate information on Arny prograns. At figure G2 is an exanple of a
pr epar ed
st at enent .

(2) Al statements will have a separate cover sheet--
exanpl es are shown at figures CG3 and C4. The statenent for the record
is identified on the cover as the "Record Version." |If the Record
Version is lengthy, a short version is marked "Readi ng Version" and the
text is always double spaced. The witness should be prepared to present
ei t her
ver si on dependi ng on the wi shes of the conmittee.

(3) Were one short statement will serve as both "Record" and
"Readi ng" version, the cover sheet will be nmarked "Record Version."

(4) If statements (either version) are classified, unclassified
versi ons may al so be required.

(5) No prepared statenment will be rel eased to individuals or
agenci es outside the Departnent of Defense prior to presentation to and
aut hori zation by the conmittee for which it is intended.
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b. Preparation of statenents

(1) Wen preparing the statement, assune that sone Menbers of the
conmittee have received no informati on about the proposal before the
hearing. The statenent should be in sinple, nontechnical |anguage, free
of jargon and of a style and | anguage easily understood by Menbers of
Congress. It
shoul d be as brief as possible and consistent with presenting the Arny's
position on the matter

(2) dassified and unclassified final statenents for al
comrmittees will be typed on letter-size paper. Lengthy statenents for
the record nmay be typed single spaced. Short (Reading Version)
statements will be double spaced. Left margin will be 1 1/2 inches.
Par agr aphs are unnunber ed,

i ndented, and identified with security classification if statenent is
classified.

(3) On classified statenments, indicate classification of each
par agraph and subparagraph, e.g., (U, (Q, (S), (TS). Show highest
classification at top and bottom of each page of information contained on
that page, including the designation "Unclassified" when appropriate.

(4) Paragraph and page security nmarkings are not required on
uncl assi fied statenents.

c. Charts/photographs/vugraphs.

(1) Charts used in prepared statenents or handouts at the
hearings nmust be factual, to the point and understandable. Renmenber, the
audi ence is civilian. Avoid abbreviations, undefined acronynmns,

Pent agonese, or

"programmer talk." Spell out "division, battalion, squadron, end
strength, mllions, fiscal year, not applicable, revolutions per mnute,"
etc. Do not expect a civilian outside the Pentagon to deci pher "Tng Fac
Mai nt, "203mm SP how, " or "IN BNS."

(2) Careful attention should be given to charts which are
prepared for internal Arnmy use and later given to Congress via prepared
statenents, handouts or inserts. Elimnate the jargon. Make charts that
are easy to read and under st and.

(3) Be sure tables show whether figures are in thousands,
mllions, etc.
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(4) Full-page sized charts should have an outside margin of at
least 1 inch on all sides to avoid |losing portions of the data when hol es
are punched for use in notebooks.

(5) Charts may be reduced in size and inserted in the text of
the statenment at the appropriate place.

(6) Charts produced in black and white, without |ight shaded
areas, photograph best. Consider this in discussions with the graphics
peopl e.

(7) If charts, photographs, etc., to be used as handouts at the
hearing are in color, a mninumof four black and white copies will be
needed | ater to acconpany the transcript of each hearing. Visual aids
that are color coded to indicate various information nust be redone using
col or hatching or other nmeans so that they can be reproduced in black and
white and still convey the information.

C-9. HEditing transcripts and preparing inserts for the record.
a. Editing transcripts.

(1) Transcripts are forwarded by the Congressional committees
for editing and addition of inserts for the record. Al testinony nust
be conpl etely checked, edited, cleared and approved. Al figures nust be
verified. Gammmatical errors, msspelled words, and incorrect figures
will be corrected. Do not nake unnecessary changes such as "happy" to
"glad." If testinmony is factual and grammmatically correct, it is not
necessary to nmake extenporaneous testinony read like a polished speech.
Figure G5 reflects the appropriate proofreader's marks to be used.

(2) Line through but do not obliterate del eted words. Do not
use brackets to nake editorial deletions. Wite changes clearly;
corrections nust be |egible.

(3) Edit only AMC testinony. Do not change remarks or questions
by conmittee Menbers. A marginal note in the transcript calling
attention to an apparent error, however, is in order.

(4) Do not alter essential neaning of testinony.

(5) Do not underline headi ngs or spoken testinony except as
di scussed bel ow

(6) Abbreviations or acronyns used in spoken testinony should be
defined the first time they are used. |If the witness failed to do this
during the hearing, the transcript should be edited to include the
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definition. Use dashes to offset the two since parentheses are not used
in spoken testinony. (Wen preparing inserts for the record, however,
the use of parentheses is appropriate.)

(7) Words that should be printed in all caps nust be edited in
the transcript; not the galley proofs. Underline the word(s) three tines
to indicate all caps. The nane of the system weapon or training
exercise that is not an acronym should be initial cap only. TWO
CHAMPUS, POMCUS
and REFORGER are acronyms. Patriot, Redeye and Stinger are the nanes of
m ssiles. Apache and Black Hawk are helicopters. The mlitary procedure
of typing the nanmes of all weapon systens or training exercises in caps
shoul d not be used in docunents being sent to Congress.

(8) If visual aids, charts, slides, handouts, etc., were used
during the hearing, the original or clear copies in a size suitable for
printing should be furnished. Itens produced in color are not suitable
for printing. Gaphic aids used during hearings should be inserted at
the point in the transcript where the aid was used. Nunber the graphics
sequentially and key the graphics to the appropriate line in the
transcript.

b. dassified Transcripts.

(1) Bracket classified portions. Brackets should be placed
around the classified word or phrase only. Indicate classification (C
(S), etc., in left margin when whol e paragraphs are classified, and
i medi atel y above classified portions when only small phrases or figures
scattered
t hroughout the testinony are classified.

(2) Bracket only those specific portions of testinony which are
actually classified security information. Do not make bl anket
classification. Do not bracket names and titles of w tnesses, committee
nmenbers or the conmmittee staff.

(3) The primary responsibility for determ ning the proper
classification of information presented in any formto Congress rests
with the preparing agency.

(4) Do not stanp security classification or protective marking on
transcript pages.
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c. Annotating the Transcript.

(1) About 90 percent of the tine, the transcript will show where
an insert is to be placed. The reporter has recorded a request to
furni sh something for the record or the witness has responded that they
will supply information for the record. The testinony stops and the
transcript states:

"(The information follows:)."

(2) "(Additional information follows:)" is used when the witness
answers the question during the hearing and | ater furnishes nore data in
an insert. It is a separate indented paragraph.

(3) "(Information requested is classified and was furnished to
the conmittee separately.)" is used when the bulk of the material is
classified and not appropriate for excising.

d. Headings. Several conmittees require that center headi ngs (or
subj ects) be added to the transcript approximately every third or fourth
page or whenever the subject changes. A new headi ng shoul d be added
whenever an
insert breaks the flow of testinony. Headings should be brief but
descriptive, e.g., "Cost of the ML Tank" rather than sinmply "ML Tank."
The list of subjects will be useful in preparing an index if the
conmi ttee requests one.

e. Format for Inserts for the Record.

(1) Information to be submitted for the record by witnesses
after their appearance before Congressional conmittees is normally
furnished in the formof inserts added to the transcript of testinony.
The prepared statenment of the witness is simlar to an insert and is
added to the transcript at the proper place.

(2) The requirenent for an insert nmay come about in severa
di fferent ways:

- The Arny witness is asked a question during the hearing and
responds: "I will provide that for the record."”

- The witness answers the question and volunteers to furnish
additional information or elaborate for the record.

- The conmttee Menber or a staff nenber nmy request that
sonet hi ng be furnished (or inserted) for the record.
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In all of these instances, the request (and response) was made during the
hearing and the conversation is recorded in the transcript.

(3) Inserts are also prepared in response to subnmitted or
suppl enental questions. Normally, these are lists of questions directed
to the Arnmy witness by specific nenbers of the cormittee (i.e., one |ist
may be identified as questions from Senator Thurnond; another may be
guesti ons
from Senator Stevens). Questions can al so be several pages |ong and
attributed to one. Supplenental questions nay be requested by the

comrmittee by letter or phone call. A group of questions from severa
nmenbers may be included in the transcript in one place (perhaps at the
end), or the transcript may show that specific committee

Menmbers have subnitted additional questions to be answered for the
record. The transcript usually shows where the suppl enental questions
are to be inserted.

(4) There are various formats for inserts. The tasking agency
will indicate what format is required by the specific committee.

f. Preparing Inserts

(1) Al inserts for the record will be formatted per the
directions fromthe commttee.

(2) Every effort should be nade to provide unclassified inserts.

(3) Ensure that the insert is conpletely responsive to the
conmittee requirenent, but furnish only the information requested.

(4) Inserts should be witten as a statenent of fact in the
third person.

(5) Do not use undefined abbreviations, acronyns, or jargon
Spell out million, fiscal year, etc. Wite figures as spoken, e.g., $8
mllion, not $8M or $600,000 not $.6 million and not 600 thousand.

(6) Inserts should be carefully edited with particular attention
given to punctuation and proper capitalization

(7) Do not abbreviate Senator, Secretary, Ceneral, etc.

29
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(8) Proper forns of address are--

Posi tion Addr essed

Menmber of U. S. Senate Senator (Il ast nane)

Menber of House of Congr essmman/ Congr esswonan
Representatives appropriate (last nane)

Secretary of the Arny Secretary (last nane)

Chi ef of Staff Ceneral (last nane)

CGeneral O ficers CGeneral (last nane); not

Lt. Gen., Maj. Gen., Brig.
Gen., nor LTG M5 or BG

g. Cassified Inserts.

(1) Cdassified inserts will be marked with the highest security
classification, appropriate classification authority and decl assification
instructions. \When stanping with red ink, be sure it is dark enough so
that the classification and decl assification instructions reproduce
clearly on the copies. (If the ink is too light, the reproduced copies
| ook uncl assified.)

(2) Paragraph and subparagraph security nmarki ngs are not used as
classified information is bracketed.

(3) Recomended security brackets will be done in pencil on
reproduced copies of the insert.

h. Approval, coordination, and cl earance of inserts.

(1) Inserts will be approved at the agency directorate |level (as
a mninmum by the Director or Acting Director

(2) It is the responsibility of AMCLL to obtain statistica
clearance if the insert contains statistics.

(3) Al inserts--classified and unclassified--mnmst be cleared by
DAM-CIS. Cassified portions (if any) will be bracketed (by the
originator) in black pencil on two reproduced copies. Security
classification (TS), (S), or ( © wll be shown over the classified
portions. Provide bracketed copies to DAM-CIS who will verify the
security markings and return a stanped and signed cleared copy to the
action officer.
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(4) Use reproduced copies (never the original) for
Coordi nation and cl earance. After coordination is conpleted,
coordi nation should be filled in to include nanes. This information can
be typed or witten | egibly.
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REM NDERS FOR W TNESSES
- Be sure the advance work has been done.
- Do not read a prepared statenent that has not been cleared by
QASD( PA), OwB, the White House and provided to the conmttee in
advance.

- Do not use charts, vugraphs, or handouts that have not been cl eared.

- Do not take unnecessary backup people or bul ky nonessential materi al
Do not overwhel mw th nunbers.

- Be prepared to present either the "Reading" or "Record Version" of your
st at enent .

- Remenber that your audience is civilian. Your presentation should be
frank, to the point and in layman's terms. Know your subject.

- Do not use term nol ogy or abbreviations not obvious to the comittee.
- Keep | anguage free of progranmatic and clinical jargon.

- Do not use Pentagonese or undefined acronynms known generally only by
Arny or Defense (e.g., TRADOC, AMC, FORSCOM) .

- Al committees want the witness to define acronynms the first tinme used.

- Handouts, if used, nmust be in sufficient quantities for committee
menbers and staff present at the hearing.

- Conmittees request that the witness give the committee reporter at tine
of testinony a copy of any material the witness is furnishing for the
record (e.g., copies of handouts).

- Be aware of the type hearing--executive (closed) or open session. Al
i nformati on di scussed during an open hearing nust be unclassified.

- Classified portions of reference data (i.e., study nmaterial, cards,
not es) should be bracketed and narked to avoi d inadvertent use by
Wi t nesses in open hearing.

Figure C1. Rem nders for Wtnesses

C 10
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If a question asked in open session requires a classified answer,
advi se the comm ttee it cannot be answered because of security
reasons but can be answered in executive (closed) session.

Address the Chairman or Acting Chairman as "M . Chairnan" or "Madane
Chairman," ot her Senators as "Senator Jones," other Representatives as
"M. Done or Ms. Snmith," staff nenbers as "M. Bee." To the extent
possi bl e, use the nane of the person being addressed.

Be sensitive to wonen nenbers' preference for gender designation.

Do not rely upon nameplates in front of nmenbers; nenbers frequently
change seats.

When acting as supporting w tness--or when answering a question,
preface your remarks by giving rank (if mlitary), name, position, and
full title (not acronyn) of your organization for the benefit of the
chai rman and the reporter. |f you are not seated at the witness table,
stand when answering questions.

Do not carry on side conversations; they distract.

Speak distinctly in the direction of the individual originating the
questi on.

Do not be distracted during your presentation by novement of conmittee
Menbers and staff or nedia personnel.

Al'l renmarks should be germane to the hearing and should be for the
benefit of the Chairnman and the recorder.

Do not make a speech.
Do not go into |ong-w nded expl anati ons.

Make your presentation in a way that fully supports the President's
budget .

Do not volunteer the initial budget request |evel or any of the
subsequent cuts.

Do not criticize decisions by OSD, OVB or DA

Figure C1. Reninders for Wtnesses
(Conti nued)
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- Do not miss the opportunity to be silent.

- Ascertain the desire and attitude of the commttees on use of visua
ai ds, charts, handouts.

- Do not overdo the use of presentation aids.

- Take the lead in answering questions. A good w tness should not have
to be cross-exan ned.

- Do not attenpt to answer a question by bluffing or in an evasive
i ndi rect manner.

- Do not underestimate your questioner. The speaker probably knows nore
about your programthan you think.

- Gve a yes or no answer directly to the question, then qualifying
remarks, if any. Be brief but responsive.

- Do not introduce a new problemin your answer.
- Do not attenpt to answer questions outside your field.

- Be equi pped with backup nmaterial to respond to questions that night be
expected or problens that m ght be raised.

- Cone to the hearing prepared to respond quickly to commttee questions.

- Ofer to supply information "for the record"” if it is not readily
avai |l abl e at the hearing.

- Do not waste conmittee's tinme searching for the answer. -
But keep in mnd, too frequent responses of "I don't know, but I'I]l
provide it for the record" adversely affect credibility and shoul d be
used sparingly. Data supplied for the record are processed by the
committee staff and nmay not cone to the attention of the nmenber after
the hearing is over.

- However, if you do not know the answer, do not give the wong answer--
you | ose your credibility instantly. Furnish the answer for the
record

Figure CG1. Rem nders for Wtnesses
(Conti nued)

G 12
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- Refer to decision nmakers by titles and organi zati ons rather than as
individuals. (It is correct to say "that decision came fromthe Ofice
of the Secretary of Defense.")

- Be famliar with Arnmy policy on providing informati on to Congress,
i ncluding rel ease of out-year financial planning data.

Figure C1. Reminders for Wtnesses
(Conti nued)

C 13
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EXAMPLE OF OPENI NG AND CLOSI NG PARAGRAPHS OF A
PREPARED STATEMENT

M. Chai rman and Menbers of the Conmttee:

| am Li eutenant CGeneral , Deputy Chief of Staff for
Personnel, Departnent of the Arny. The Departnent of the Arny has been
designated as the representative of the Departnent of Defense for this

legislation. | represent the Departnent of the Arny for that purpose.

| have a brief prepared statenent which | would like to present to
the conmittee and enter in the record.

Set forth in this and succeedi ng paragraphs:

-- A concise statement of the purpose of the bill.
-- A statement of the background which makes the
| egislation desirable, if appropriate.
-- A statenment of the position of the Departnent of
Def ense and the reasons for such position
-- Aresune of sinilar prior proposals, if appropriate.
-- A comparison with other related bills introduced in
the current session of Congress, if appropriate.
-- Cost and budget information
-- A statenent of the position of the Ofice of
Managenment and Budget with respect to the bill
-- Any other information which nmay be appropriate.
| appreciate this opportunity of appearing before the comm ttee and shal
be happy to answer any questions you may have on this bill

Figure G 2. Exanple of opening and cl osing
par agr aphs of a prepared statenent.
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